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Tracking:
Entering and
Tracking a
MAP

Application

As a Multifamily Accelerated Processing
(MAP) approved lender, you will be able to
use the Development Application
Processing (DAP) Tracking subsystem to
enter and track loan applications for
Multifamily Insurance and create discipline
assignments which will be used underwrite
these applications. The Tracking Subsystem
will also allow you to submit your MAP
application to HUD, after technical
processing is complete.

Objectives

e Entering a new application for
Multifamily Insurance.

e Search and retrieve an existing application.

e Update application information on the
General tab

¢ Add and update information in the Project
Address

¢ Add and update organizations and
individual Participants.

e Update mortgage amount, mortgage term
and project unit information.

e Make assignments to processing staff
e Set assignment to official.

¢ Submitting an application electronically to
HUD for review.

April 2004 — Release 1.5.6
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3.1 About the Tracking Sub-System

The Tracking Subsystem has two components: New Processing and Administration. In New
Processing, Tracking Representatives create applications. In Administration, Tracking Reps update
application information, add and update project addresses, add and update organizations and
individual Participants, make assignments to processing staff and submit the completed application
to HUD for review.

All mandatory data fields are displayed in bold type.

After logging onto the system (see Chapter 2, section 2.1), the Development Application
Processing window (Figure 1) displays a Menu bar and a Toolbar. Refer to Chapter 2, Getting
Started for detailed instructions on how to navigate the DAP system.

evelopment Application P i (|
View Toos window Heb < o Menu Bar

Toolbar

Figure 1. Development Application Processing Window
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3.2 Entering a New Application

Only Tracking Representatives (staff whose user access level is MAP Discipline Assignor) can
enter new applications into the DAP application. They can do so only after they first search the
DAP system to make sure the application has not already been entered. Section 3.2.1 explains
how to make that search. Section 3.2.2 then provides guidance on entering the new application
and its related information into the Tracking subsystem..

The New Application wizard windows guide you through the initial data entry required to create
a new application in the DAP system. Wizard Windows Command Buttons

Advance to the next wizard window by clicking on .

You can back up to a previous wizard window by clicking on . The system retains all
data you entered.

If you click , you exit the wizard windows without saving any data and return to the
Development Application Processing window (Figure 1).

April 2004 — Release 1.5.6 3-3
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3.2.1 Application Search

You are required to search the DAP system before entering a new application. This avoids
duplicate entries of the same application.

To search for a new MAP application:
1. Logon to DAP, and the Development Application Processing window displays.

2. From the File menu, select New, and then Processing; the New MAP Processing -
Application Search window (Figure 2) displays.

"2 New MAP Processing - Application Search |

. Search I
Project MName: E|
LCancel |
AR |D:|

Rezet |

Hew

Figure 2. New MAP Processing - Application Search Window

3. Enter the Project Name.

When entering a project name, you may enter a full/ partial name in either lower/ upper
case. The letters you enter must match the left most letters of the project name
previously entered. Use a partial name (e.g., Evergreen) if you are not sure how the
name was entered. For Example: Use “Evergreen” if either Evergreen Apts” or
“Evergreen Apartments” could have been used. Use “The” at the start of the name if
you think it may have been entered that way. Never use an asterisk in a partial name.

4. Click to search the database for the application.

If no project matches the selected criteria, the message “No Results Found” displays.

If the project name matches another property in the database, you must enter an alias to
perform the search. When the New Application wizard window displays, edit the
Project Name to the correct name.

5. Click to close the message window and return to the New Processing
Tracking - Application Search window.

The L

.| button is now active on the window.

6. Click -, and the New Application wizard window (Figure 4) displays. For
instructions on entering a new application, see Section 3.2.2.
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3.2.2 Entering Application Information

You can enter a new applications only after searching the DAP system as described in Section
3.2.1 and accessing the New Application window as described in Step 6 of that section. When
the New Application window (Figure 4) displays, you must enter data in a series of three
windows. Fields with bolded labels are mandatory and you must complete them before moving
to the next of the three Application windows.

&5 Note: DAP saves the application only after you complete all four data entry windows. If
you exit or cancel before saving the information on the fourth window, the following
warning message displays (Figure 3) and all data is lost.

Confirm

@ 'ou will loge all information keyed in for this project. Are you sure you want bo continue?

Figure 3. Warning Message

3.2.2.1 New Application — Window 1 of 3

Entering a new application begins with entering project information on the first wizard window.
Project Application applies to all program types. For information on retrieving an existing
application, refer to Section 3.1.10, Retrieving Applications.

This first window (Figure 4) is divided into two sections:

e Application Purpose & Type

e Mortgage Information

3.2.2.1.1 Enter Application Purpose & Type

Use the guidance in Steps 1 through 14 below to enter this information.

April 2004 — Release 1.5.6 3-5
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—Project Application =]
Project Name: [Cedar Green Apts Lender ID: [00002 I=

Section of Act: | 221d4 NC/SR =l
Dioes this project have an active FHA loan? Yes ¥ Mo

Superseded Proj. Mol: Superseded Proj. MoZ: |
Superseded Proj. Mo3: Frimary/Parent Proj. Mo.: |

Phase Hame: |F’re-AppIicaliUn LI
Activity: [New Construction =l
Occupancy Type: | ;I

Timing of Insurance: |Insured Advances ;I

—Mortgage Information

Sponsor/Mortgagor: |F’r0fit Mativated ;l
Mortgage Amt: $4,580,000 Tem in Years: |—40

Permanent Interest Rate: 55 % Construction Interest Hale:l [ 4

Next>> | Cancel
=

Figure 4. Project Application Window

1. Project Name: This is the name under which project will do business; it is not the
mortgagor name. Omit suffixes (e.g., Ltd, Corp, Inc, etc.) If the Project name includes a
word frequently used in project names (e.g., apartments), consistently enter that word the
same way. For Example: Always enter “apartments” as “Apartments”. Doing so will
make it easier for you to retrieve or search by project name.

2. Lender ID: HUD assigned 5-digit number auto-populated by the system based on the
User ID entered at login.
Section of Act:, Select the 3-letter SOA code into the Section of Act box.

4. Does this project have an active FHA loan? If you enter a SoA 223(f) refinancing/
purchase of apartments, the system displays this question about the property’s current
involvement with HUD and requires you to answer it: “Does this project have an active
FHA loan?”

1) If you answer “Yes”, the system bolds the first superseded number and
requires you to enter the FHA Number for the loan being refinanced or the
property being purchased with the proceeds of the loan you are
processing. Any superseded number you enter must be for a FHA insured,
HUD-held or HUD-owned loan.

2) Once you have entered one superseded number, the system permits you to
enter additional superseded numbers.

5. Searching for or entering required superseded : If you:

a. know the parent/superseded number required by Step 4 above, enter it in the box
on the New Application window (Figure 4).
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b. do not know the number, click to search for it. The Project Number Search
window (Figure 5) displays. The search retrieves a list of projects meeting all of
the criteria you enter in this window.

Praject/FHA Murnber: |129
LCancel |
Property Mame: |ever
Reszet |
SoA Category: |FHA MC/SR Apts
Serwicing Site: |

State: | |

Lef L]

Figure 5. Project Number Search
1) Enter the search criteria.

-- You can enter partial values for the Project Number, Property
Name or both. Do not use asterisks in partial searches. DAP
compares your entries with the project name and number entries
in REMS. When entering a project name, you may enter a full/
partial name in either lower/ upper case. The letters you enter
must match the left most letters of the project name previously
entered. Use a partial name (e.g., Evergreen) if you are not sure
how the name was entered. For Example: Use “Evergreen” if
either Evergreen Apts” or “Evergreen Apartments” could have
been used. Use “The” at the start of the name if you think it may
have been entered that way.

-- If you use the Sod Category, select the category to which the
parent/superseded loan belongs. For Example: If you are
processing a 24la improvement loan on a 221d3 or 221d4
project, select the FHA NC/SR Apts category.

-- The Servicing Site is the REMS entry for the HUD office that
handles asset management for the property.

2) When the search window contains all the criteria you want to use,
click (2= | The Select Project Number window displays a list of
projects meeting all of the criteria you entered in the Project Number
Search window. Figure 6 illustrates the results of the search in Figure
5. It searched for NC/SR Apartments, whose names begin with “ever”
and have project numbers starting with “129”. “129” is the three-digit
prefix for the San Diego part of the Los Angeles HUB. You can
manually sort the results by clicking on the column heading. Figure
6’s results were sorted by City. (The default sort is Project/FHA
Number.)
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"= Tracking - Select Project Number
Records
Retrievad
Property Project/FHA| Servicing| HUD | HUD REMS Current Status
Marme Mumber Site Held |Owred Dietail Sod
Evergreen Creek Apatmen12935054  |Los Ange|M M Under Management - Active  |221d4

Evers Lake Apartrments (12935162 |Los Ange|M Under Management -

=
=

Everglade Apts 12935014 |Los Ange Under Management - Active  |[221d4

Evergreen Ridge Apts 12935044  |Los Ange| i Under Management - Active  [221d4
Iip ipd flsa TSA,
Street Address City State | Code Code Code Marne
15490 Oalk: Park Blvd Azusa CA 91702 4480 LOS ANGELES-LO!
106 Cherry Street Los Angeles 90043 4480 LOS ANGELES-LOT
110 NORTH AL HWY 21 BYPASS |Morth Hills  [CA 91343 [3048 4450 LOS ANGELES-LO!
N 3425 S5T. STEPHENS RD Orange CA 92648 1201 5545 ORANGE COUNTY
d —

Search | 1] 4 I Cancel |

Figure 6. Results of Figure 5’s Search for a Parent Loan

3) Sort the results as you want. Then, highlight the project you want to
select. Click i and the New Application window displays with
the Project/FHA Number in the Superseded Pjt #.

6. Phase Name: Use the drop down list to select the phase for which the application was
submitted. MAP applications must start in the Pre-App phase for New Construction
and Sub-Rehab loans and Firm phase for Refinance and Purchase/Acquisition loans..

7. Activity: Select the activity from the drop down menu

8. Occupancy Type: This field is not applicable to MAP loans.

Timing of Insurance:, If you enter a 223f SoA for which only insurance upon
completion is allowed, the system automatically populates this field. If this field is not
populated, select from the drop down menu. Select:

a. Insured Advances, if you will hold an initial closing and endorse the note before
construction starts and then hold a final closing when construction is substantially
completed.

b. Insurance Upon Completion, if you will hold only one closing and endorse the
note only after the project is substantially completed.
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3.2.2.1.2 Mortgage Information

All fields in this section of Window 1 are mandatory. Follow the guidance below. Enter the data
requested in the five fields under the Mortgage Information part of the tab.

1.

Type of Sponsor/Mortgagor: Use the drop down to select the form of ownership
(condominium, investor sponsor cooperative, limited dividend, management type
cooperative, non-profit, profit motivated, public body, sales type cooperative).

Mortgage Amt: Enter the loan amount requested on the application.

Term in Years: Enter the loan term requested on the application. Use only whole
numbers.

Permanent Interest Rate %: Enter the interest rate to be charged for permanent
financing. Enter as percent, not decimal. For Example: enter 72 % as 7.25 not .0725.

Construction Interest Rate %: Enter the interest rate for the construction period. Enter
as percent, not decimal. For Example: enter 72 % as 7.25 not .0725.

Click and the second New Application window (Figure 7) displays. For
guidance on how to complete this window, see Section 3.2.2.2.

April 2004 — Release 1.5.6 3-9
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3.2.2.2 New Application Window — 2 of 3

This section describes how to complete the unit, special characteristics, processing team and site
information captured on the second New Application window.

To enter units/beds, facility, and other data on New Application Window 2:

1. Follow Section 3.2.2.1°s procedures and complete the first New Application window.
Click and the second New Application window (Figure 7) displays.

MNew Application

i Unit |
Revenue Units: 99 Hen-Revenue Units: I 1 _I
Total Units: 100 Facility Type: Iﬂ.par‘tmem

—Special Characteristice- Check all that apply.

MaR: ] LIHTC: [ T Exempt Bonds: [ HOME: []  rcDBG: []
IRF Decoupling [] OMHAR: ] HOPE I [] SPP (Small Projects) [
Fiefi of 202 loarn: [] 2232 Declining Area [] Project based Section &[]

S aiver
Did HUD waive commercial income or =q. ft. imitations?:  Yes & Mo |

—Processing Lead

Production Office: IBaItimUre vl

Teamn Lead:l j MF Devmt Rep:

Site
r # of Sites: I 1 Scattered Site: [] |

<<Prev | Next=> | Cancel

Figure 7. New Application Window

2. Units: Enter the number of Revenue and Non-Revenue Units. Enter zero (0) if there are
no non-revenue units.

3. Facility Type: If you enter a SoA for which there is only one Facility Type, the system
populates this field.. If it is not populated, select the Facility Type from the drop down
menu. The SoA you entered determines the options available in the drop down menu. T

4. Check all the Special Characteristics that apply to this application. The system
permits you to check some special characteristics only if the SoA you entered on the
first New Application window allows for that Special Characteristic. T You cannot
check Special Characteristics that are grayed out. If you need to change the SoA, click
to return to first New Application window, select the appropriate SoA, and then
return here.

a. If the application was submitted in conjunction with HUD’s HOPE VI or Small
Projects Processing (SPP) initiatives, check the HOPE VI or SPP box. The system
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permits you to check this box only if the SoA you entered on first New
Application window allows for one of these programs. Allowable SoAs are
shown in the first tab (Column J for HOPE VI and Column M for SPP) of the
SoA Codes and Special Characteristics Excel file posted on the DAP web page.

b. If the project will receive proceeds from the sale of tax-exempt bonds or Low
Income Housing Tax Credits (LIHTC) or will receive assistance through the
Community Development Block Grant (CDBG), HOME or has Project based
Section 8 rental assistance programs, check the box for each funding source that
applies.

c. The system automatically populates the 223e Declining Area based on the SoA
you entered on the previous window.

5. Answer the Waiver Question: Did HUD waive commercial income or sq. ft.
limitations?

d. The default answer is “No”. Select the “Yes” radio button if the application
requests or assumes a waiver of the HUD Handbooks’ limitations on the amount
of project income or square footage that can be used for commercial purposes.

6. Processing Lead

a. Production Office: Offices are listed in alphabetical order across HUBs. Select
the office that will process and endorse the application you are entering, even if it
is not the office in which the property is located.

b. Team Leader: Not applicable.
C. MF Development Rep: Not applicable.

7. Enter # of Sites. Enter the number of sites for the entire project. If you enter a value
greater than one, the system checks the Scattered Site box, regardless of whether the
sites are adjacent or scattered.

8. Click to third New Application window (Figure 8) displays. See Section
3.2.2.3 for guidance on completing the third New Application window.

April 2004 — Release 1.5.6 3-11
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3.2.2.3 New Application — Window 3 of 3

New Application Window 3 (Figure 8) collects address and unit counts for each property site
that you counted on New Application Window 1. Window 3 automatically displays once for
each site. The first window collects information on the property’s primary site and subsequent
windows are numbered sequentially (site 2, site 3). If you entered an incorrect number of sites on
New Application Window 2, you can return to Window 2 and change the site count. To do so,

use the button.

Mew Application

—Enter Primary Property

Stieet Address1: [475 Twin Aich Foad
Street Address2: I
City: [Mount Airy
State: |Marland | Fip: IW[ -I—
Property Units: IW

<{Prey

Next>> | Cancel |

Figure 8. Enter Primary Property Window

To enter site information:

1. Enter the site address, Congressional District and the unit count for the property’s
primary site:

o Street Addressi: Enter the building number and street name. Always include an
abbreviated street suffix (e.g., St, Ave, Blvd). Suffixes are needed to geocode
addresses. Use the suffixes listed in Table 1. Abbreviations for Street Suffixes
below. Do not use a period at the end of the abbreviation.
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Table 1. Abbreviations for Street Suffixes

Use: ‘ For:
Ave Avenue
Blvd Boulevard

Ctr Center
Cir Circle
Ct Court
Dr Drive

Expy Expressway

Hwy Highway
Jet Junction
Ln Lane

Pkwy Parkway
Pl Place
Plz Plaza
Rd Road
Sq Square
St Street
Sta Station
Ter Terrace
Trl Trail

Tpke Turnpike
Way Way

o Street Address2: If the mailing address for the site includes a Post Office box (PO

Box), suite (Ste) or room (Rm) number, enter it here.

e Zip: Use 5 digits +4 digits format.

e Congressional District Code: Enter the two-digit code. If the code is 1 through 9,
you must enter a leading zero (0) -- e.g., 01, 02.

e Property Units: Enter the total units (revenue + non-revenue) located on the site

covered by this window

2. Click [ ] 1¢ you indicated on New Application Window 1 that this property has

multiple sites, the Enter Property #2 window (Figure 9) displays.

April 2004 — Release 1.5.6
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—Enter Property #2

New Application

Chapter 3: Tracking

Street Addressl: E

Street Addrezz2: I
City: |

State: |

Property Units: I

El

Zip: | -

Figure 9: New Application Window 3 of 3 — Property #2

25 Note: [fthe total unit count on the Enter Property window(s) for all sites does not equal
the Total Units on the second New Application window, click to return to the New
Application window and adjust the units.

3. Click[*> | The system saves the application and displays the Tracking —
Administration Application Tabs window (Figure 10)displays. From the Tracking —
Administration Application Tabs window, select File, then Close and the DAP Main
window displays.

LR
File Edit view Tools ‘Window Help
el A sba|MeES | B
i
FProject bame: |CedarGreen Apts MAP FtiFHA # | ﬂ
Adc.lress Farticipants Martgage | Agzsignments |
— Project Detail
Entered: | 030942004 ProjfFHA, Numher:l
Section 8 No:l PRAC No:l
MAR 1D: 45600562
Occupancy Type: [ [=]
Timing of Insurance: [Insured Advances =l

HUD Project Manager: | Submitto HUD |
—opecial Characteristics - Check all that apply.

MAP: F]  LHTC: [ Tax Exempt Bonds: [ HOME: [] cDBz: [

IRP Decoupling: [] HOPE 41 [] SPP (Small Projects): [

223e Declining Area: [ Project hased Section 8: [

Site
’7 Murmber of Sites: | 1 Scattered Site: [_] ‘

Mote
’7 Motes: | Iotes.. ‘

ﬂ—l 131704 11 n?’ ﬁﬂ/"-
Figure 10: General Tab: MAP Administration Application Window
3-14
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3.3 Retrieving an Application

This section explains how to retrieve an application previously entered in DAP. After retrieving
an application, you can use the steps in Sections 3.3.1.1 through 3.3.1.5 to update the project’s
special characteristics, address, participants, and mortgage information and create discipline
assignments. The steps below explain how the search windows work.

To retrieve an application:

1. From the File menu, select Open, then Administration, and the Application Search
window displays.

"= admin. MAP Processing - Application Search ﬂ

Project Marme: El:e|

WAR ID: I

Figure 11: Admin — Search Window
2. Enter one or more of the search criteria.

3. Click to search DAP for the application.

If no project matches the search criteria, the message “No Results Found” displays. Try
your search again using different or fewer criteria.

If your search is successful, a list of projects displays on the List Projects and
Requests for Mortgage Insurance window (Figure 12 and Figure 13).

"% Development Application Processing

File Wiew Tools ‘Window Help

IEN=A =R .5

" Administration Tracking - List Projects and Requests for Mortgage Insurance

Records
Retrieved
Project R AP Proj/FHA Phase Field Entered
Marne D Murnber Marne Office Date
Cecil Manor Apts AR5005E5 Baltimore 031772004
Cedar Beach Apts 46500564 Pre-ApplicatiorBaltimare 034172004
Cedar Green Apts 45500562 Firrm Baltirnaore 03/09/2004
4] | i

Figure 12. List Projects and Requests for Mortgage Insurance Window ( 1 of 2)
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File Wwiew Tools ‘Window Help

|oE o 2| e

"= Administration Tracking - List Projects and Requests for Mortgage Insurance
Records

Retrieved | ©
Current Lender
Status Section of Act 1D

Firm Application Received 223(f) Refif Purchase Apts 0ooo2

Fre-Application Received 221d4 NC/SR nooo2

Firm Application Received 221d4 NC/SR nooc2

Kl ] B

Figure 13: List Projects and Requests for Mortgage Insurance Window ( 2 of 2)
4. Use the scroll bar in the List Projects and Requests for Mortgage Insurance window to
see if your project is on the list.
5. [If'the project you need is on the list, highlight the record.
6. From the File menu, select Open, and the MAP - Administration Application window

(Figure 14) displays.

Alternative Option

If the project you need is not on the list, select View and Search. When the Application
Search window displays, enter new search criteria to perform another search.
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3.3.1 MAP - Administration

There are two paths to access the MAP - Administration Application window (Figure 14):

e when you open an existing project from the Administration - List Projects and
Requests for Mortgage Insurance window (Figure 12); or

e after clicking on on the New Application - Enter Primary Property
window (Figure 8).

Data entered on the New Processing wizard windows will be displayed on these five tab pages.

3.3.1.1 General Tab

= Development Application Processing — |E|£|

Fle Edit Yew Tools “Windaw Help

[ o | @ sl MEES | I

Project Marne: |Cedar Green Apts MAP PIUFEHA % I

i General

oject
| Address

Entered: | 03/05/2004 ProjfFHA Number:l
Section § ND:I PRAC ND:I

Azzignments |

Participants Mortgage

— Project Detail

WAP 1D 45500562
Occupancy Type: | |
Timing of Insurance: |Insured Advances =1

HUD Praject Manager: | Submitto HUD |

— Special Characteristics - Check all that apply.
MaP: 7] LHTE: [ Tax Exermnpt Bonds: [] HOME: [ cDBG: []

IRP Decoupling: [] HOPE I [] SPP (Small Projects): [
223e Declining Area: [ Project based Section 8: [
 Site
Mumber of Sites: | 1 Scattered Site: [
—Mlote

Mates: | M

Figure 14. General Tab: MAP Administration Application Window

The General tab is divided into four sections:

e Project Details—displays Entered date, Proj/FHA Number, Section 8 No., PRAC No.

MAP ID, Timing of Insurance, and HUD Project Manager

"= MAP - Administration Application 1Ol x|

o | )
[3-17-n4 11-n7-58 4

-

1

e Special Characteristics—displays several check boxes including MAP, LIHTC, Tax Exempt
Bonds, HOME, CDBG, IRP Decoupling, HOPE VI, SPP, 223e Declining Area and Project

based Section 8 rental subsidy

e Sites-displays the Number of Sites and a check box to indicate that this is a Scattered Site

e Notes-displays any comments entered by the Tracking Rep and may be updated.

April 2004 — Release 1.5.6
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To the left of the vertical scroll bar is the button. When the application is ready
for submission to HUD, click this button to send application to HUD. For information about
submitting applications to HUD, refer to Section 3.4 Submitting an Application to HUD
Electronically

To enter or edit Project Information:

1. Select the General tab on the MAP - Administration Application window.

2. Add Project Information; data field names in bold must be complete:

o Timing of Insurance, from drop-down list.

To enter or edit Special Characteristics:

1. Check all applicable special characteristics.

2. Save your work.

To enter notes in the General tab:

1. Click to open the Notes window (Figure 15).

Cavotes x|
=

il

Cancel

Figure 15. Notes Window

2. Enter your notes. This window’s design allows the text to wrap.

&5 Note: If notes already exist, press the End key to begin your comments after the last note.

If you inadvertently overwrite any existing comments, click to return to the
General tab and start again by clicking on .

3. Click to save your notes and return to the General tab.
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To enter or edit superseded project number information:

1. From the Administration Application Tabs window, click , and the
Superseded Project Maintenance window displays.

2. Select a radio button for the question: Does this Project have an Active FHA Loan?
3. Enter the Superseded Pjt # information.

4. Click to save your work and return to the General tab.
OR

Click and you return to the General tab without saving the information.

Superseded/Parent Number

SoA) |HR! 22311 Refif Purchase Apts

OMHAR: [] IRF Decaupling: [] Refi of 202 loan: [ ]
Is this property already in the HUD insured, held or owned portfolio?: & Yez © Mo
S04 SubCategory

—Parent/Frimary
Pit # | |

— Supersedad
Pjt#1: |01757002] |

Pit #2: | |

Pit #3: | |

Figure 16. Superseded Project Maintenance

To electronically submit applications to HUD:

See Section 3.3 for more information.
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3.31.2 Project Address Tab

The Project Address tab (Figure 17) on the MAP - Administration Application Tabs window
displays all property addresses associated with the project. There may be more than one project
address if the project is a scattered site. One address always must be designated as the primary
address. The primary address is indicated by an “X” in the Primary Res. check box. You can add
and edit addresses using the Project Address tab.

"= MAP - Administration Application - |EI|5|
Froject Mame: |CedarGreen Apts MAP F'jthHA#:l ﬂ
Project - )
General Address Participants Maortgage Azzighments
Frimary
Res. Street Cit State Zip

475 Twin Arch Foad Mount Airy 21771

4| | i

-

1| I >| A
la7ns11naRe |

Figure 17. Project Address Tab: MAP Administration Application Window

&5 Note: To view the remaining fields on the Project Address tab, using the horizontal
scroll bar, scroll to the right.

To change the primary address designation:

1. Select the Project Address tab.

2. Click the Primary Res. check box corresponding to the address you want to designate as
the primary address. An address is selected when an “X” appears in its box.
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Adding a new address

Before adding a new address, you may need to adjust the number of Property Units of the
existing address(es). See 3.3.1.2.1 Address Tab.

To add a new address:

1. Select the Project Address tab in the MAP - Administration Application window.

2. From the File menu, then select New, and the Address tab on the Tracking - Property
Maintenance window (Figure 18) displays with all fields blank.

JRT=IE
FProject Mame: |Cedar Green Apts MAP Pt HA 3 |
SoA: [OMI 221d4 NCISR Lender: |

Address |L0c:ati0n |Geo-Code |

Primary Address: [~
Street Addr. 1:|
Street Addr. 2: I

City:l County: |
State:l |:| Zip:l - |
Property Units: I

Motes: | [iates... |

Figure 18. Address Tab
3. Click the Primary Address check box to indicate if the address is the primary address.
4. Enter the address data:

o Street Addr. 1,
o Street Addr. 2;

o City,

o  County,

e State, from drop-down list;
e ZIP; and

e Property Units.

5. Save your work.
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To enter notes in the Address tab:

1. Click to open the Notes window (Figure 19).

Cototes x|

Cancel

i

Figure 19. Notes Window

2. Enter your notes.

&5 Note: If notes already exist, press the End key to begin your comments after the last note.

If you inadvertently overwrite any existing comments, click to return to the
General tab and start again by clicking — )

3. Click to save your notes and return to the Address tab.

4. From the File menu, select Close, and return to the Administration Application
window.
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3.3.1.2.1 Address Tab

The Address tab (Figure 20) displays the selected property’s street address data that was entered
in the New Application - Enter Primary Property wizard window. You can edit the data on
this tab.

-1ojx]
Project Mame: [Cedar Green Apts MAP PitFHA: |
Sod; Ol 221d4 NCISR Lender: |

Address |Loc:ati0n IGeo-Code |

Primary Address: [
Street Addr. 1:|4?5 Twin Arch Road

Street Addr. 2: |
City: IMount Airy Caunty: I
State:IMaryIand |:| Zip: P1??1

Property Units: 100

Motes: |

Figure 20. Address Tab
To edit address information:

1. Select the Project Address tab in the Administration Application window.

2. From the File menu, select Open, and the Address tab on the Property Maintenance
window displays.

3. Click the data field you want to change.

4. Enter the new data.

5. Save your work.

6. Select another Property Maintenance tab.
Alternative Option

From the File menu, select Close, and return to the Project Address tab on the
Administration Application window.
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To edit Property Units:

&

Note: When a Project has scattered sites, the total number of units for the all properties
must equal or be less than the number of units for the project.

AR

Select the Project Address tab in the Administration Application window.

From the File menu, select Open, and the Address tab on the Property Maintenance
window (Figure 20) displays.

Double click Property Units.
Enter the correct number of units.
Save your work.

Select another Property Maintenance tab.
Alternative Option

From the File menu, select Close, and return to the Project Address tab on the
Administration Application window.

3-24
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3.3.1.2.2 Location Tab

The Location tab (Figure 21) displays Cross Streets, Direction, and Distance. You can add and
edit data on this tab.

o
Froject Mame: |Cedar Green Apts MAP P itiF HA 3 |
So4 DM 221d4 NCISR Lender: |

Address  Location |Geo-Code |

Cross Streets: ||

Direction: I
Distance: I

Figure 21. Location Tab
To add/edit Location tab data:

1. Select the Project Address tab on the Administration Application window.

2. From the File menu, select Open, and the Address tab on the Property Maintenance
window displays first by default.

3. Select the Location tab.

4. Enter Location data:

o (Cross Streets
e Direction

o Distance
Save your work.

6. Select another Property Maintenance tab.
Alternative Option

From the File menu, select Close, and return to the Project Address tab on the
Administration Application window.

April 2004 — Release 1.5.6 3-25



DAP User Guide for MAP Lenders Chapter 3: Tracking

3.3.1.2.3 Geo-Code Tab

The Geo-Code tab (Figure 22) displays Longitude, Latitude, MSA Indicator, MSA Code, Place
Code, Cong. Dt. Code, County Code, and Census fields. You must enter the Congressional
District Code.

~lo/x]
Froject Mame; |Cedar0reen Apts MAP PjUFHA#:l
SoA; [OMI 221d4 NCISR Lender: |

Address |Locati0n GED-CDdel

Longitude: I-DDDD Latitude: I-DDDD
MSA Indicator: [ 7] MSA Code: |
Place Code:l Cong. Dt. Code:l

County Code:l Census: I

Figure 22. Geo-Code Tab

To add/edit Geo-Code data:

1. Select the Project Address tab in the Administration Application window.
2. Select the address to which you want to add or edit data.

3. From the File menu, select Open, and the Address tab on the Property Maintenance
window displays.

4. Select the Geo-Code tab and enter Geo-Code data:
e Longitude

e Latitude
e  MSA Indicator, from drop-down list

o MSA Code (if you chose “Yes” for the MSA Indicator, then MSA Code is mandatory)
e Place Code

e Cong. Dt. Code: enter the two-digit code (e.g., 03, 09)

o (County Code

e (ensus.

5. Save your work.

6. From the File menu, select Close, and return to the Project Address tab in the
Administration Application window.
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3.31.3 Participants Tab

The Participants tab (Figure 23) displays data about each participant on the project application.
You may enter a new participant (see Section 3.3.1.3.1) or update data for existing participants
(see Section 3.3.1.3.2, Participant Maintenance Window).

% Development Application Processing — |ﬁ' |1|

File Edit WYew Tools ‘Window Help

[0F | o | @ saa MHRES| B

"= MAP - Administration Application - |EI|5|
Froject Mame: |Cedar Green Apts MAP PitiFHA 2 | ﬂ
General .@P«::'chil.ragsts Participants | Mortgage | Azsignments
Participant SponsorMortgagor Application

Marne SSH S EIN A TIN Type Participant Role Chirnn

4 | I
| -
[3-17-04 11:1497 &

Figure 23. Participants Tab

3.3.1.3.1 Participant Search

Search the system before adding the participant to the project using one or more of the criteria on
the Participant Search window.

To search and select a participant:
1. Select the Participants tab.

2. From the File menu, select New, and the Participant Search window (Figure 24) displays.
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" Participant Search

Participant Type: |Organizatinn

M

SSMEINTIN: |

Organization: ECE|

Last Marme: I First Marne: I

Search

Cancel

Reset

Hew

i,

Figure 24. Participant Search Window

3. Select a Participant Type from the drop-down list.

The system default is “Organization.”

&5 Note: When you select “Individual,” the Last Name and First Name
fields become active and the Organization field becomes inactive.
4. Enter search criteria.
5. Click [seeren ],

You can enter
partial names and
SSN/EIN/TINs if
you are not sure of
the full name or
SSN/EIN/TIN. You
can also use any
combination of
search criteria to
locate a
participant.

When you perform the search, a list of participants that meet the
criteria displays in the Participants List window (Figure 25). If no participants meet
the criteria, a “No Results Found” message displays. Skip to step 8.

"= Development Application Processing

File View Tools Window Help

|0E|o &2 8

" Tracking - Participants List

Figure 25. Participants List

Retiawed [8
SSMNEIN Organization Last First

Type TN Marme Marme Marne State

g Cedar Cliff Agsociates Maryland
COry  |78-4848484 |Cedar Apts, LP haryland
Ciry Cedar Grove Partners haryland
Ory [24-864 Centennial Mortgage Maryland
Ory [72-B631 Century Health Capital irginia
Org Cedar Green Assisted Living, “irginia
« o

6. Use the scroll bar in the Participants List window to find the participant.
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7. If the participant you searched for is on the list, add the participant to the project by

double clicking on it.

The Participant Maintenance window displays with the information about the selected
participant, and you can make changes if necessary (see Section 3.3.1.3.2). Closing the
window returns you to the Participant tab displaying the added participant.

8. When the “No Results Found” message displays, click and the New
Application Participant window (Figure 26) displays.

| Tracking - Mew Application Participant

Participant Type:]in -SSNIEINITIN:.' £
~Qrganization Information
Org Mame. [ Org Date Farmed. [10,00/0000
Individual lrformation
First Name:l bl l Last Name: I
Contact Infarmation :
Main Phone:{| ) - Wain Fai |( i Email; |
Role Name:| =] -Spon.fMortgaganype:I :_I
Tlﬂe:l Ownership F'ercen'taga:l
Address Typ_e:l -i
Street1:l
Street2: |
City_:l St'ate:l _;i Zip_:l I

s

Cancel

Figure 26. New Application Participant Window
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To add a new participant to the project:

1. Select Participant Type from the drop-down list.

When you select

2. Enter SSN/EIN/TIN corresponding to Participant Type. “Individual,” the
) _ ) First Name, MI,
3. [Ifthe participant is an organization, enter Org. Name. and Last Name

fields become

active and the

. . . Org. Name and
&5 Note: For Organizations, use mixed case except for acronyms Org. Date Formed

which must be all UPPER case. This field is limited to 50 fields become
characters (spaces count as characters). inactive.

Alternative Option
If the participant is an individual, enter Individual Information:

o First Name;
e MI: and
e Last Name.

4. Enter Contact Information:

e Main Phone;

o Main Fax;

e  Email;

e Role Name;

e Spon./Mortgagor Type;
o Title;

e Ownership Percentage,
o Address Type;

o Street I;
o Street 2;

o (ity,

o State; and
o ip.

5. Click , and the participant is added to the project.

The Participant Maintenance window (Figure 27) displays. See Section 3.3.1.3.2,
Participant Maintenance Window, for instructions.
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3.3.1.3.2 Participant Maintenance Window

The Participant Maintenance window (Figure 27) displays two tabs, General and Participant
Application Address. You can view and enter general information about an existing participant.
The General tab displays first.

¥ Development Application Processing — Iﬁl |Z

File Edit Wiew Tools ‘Window Help

e o H ‘e B|iEES | B

ol
Froject Marme: |CedarGreen Apts MAP Fit'FHA #:l ﬂ
Sof [OMI 221d4 NCISR Lender: |
Participant
Application Address
Participant Information -
Marme: |CedarApts, LF Change Mame... |
Type: |Organizati0n
SEMNIEINITIM: |
Orgy. Date Farmed: |DUIDDIDDDD
Role Name Title Sponsor Mortgagor Type
Morgagor - Profit Motivate d =
1] | |

Figure 27. Participant Maintenance Window - General Tab (1 of 2)

3.3.1.3.2.1 Participant’s General Tab
The Participant’s General tab (Figure 27 and Figure 28) displays the Participant Information:

Name, Type, SSN/EIN/TIN, and Org. Date Formed. Use the vertical scroll bar to access the
Contact Information: Main Phone, Main Fax, and Email. You can edit this data with the

exception of the Name and Type. Use to change the name of the participant to
correct spelling errors.

The bottom of the Participant Maintenance window displays Role Name, Title, Sponsor
Mortgagor Type, Ownership %, and Inactive dates. When you select a participant from the DAP
participant database or after entering data for a participant to be added to the database, the
General tab displays by default.

&5 Note: When a participant is no longer associated with a project, enter the effective date
in the Inactive field. The participant may not be deleted.
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"= Tracking - Participant Maintenance

Praject Mame: [Cedar Graen Apts MAP PiFHA#: |
Sof [OMI 221d4 NCISR Lender: |

General | Participant
Application Address

Fadicipant Information -

Mame: [Cedar Apts, LP Change MName... |
Tvpe: |Organizatinn

SENEING TIM: |
Crg. Date Formed: IEIDIDEIIDEIDD

=

Title Sponsor Mortgagor Type | Ownership % Inactive
- Prrafit Mativated - oomosoao

|« [+

Figure 28. Participant Maintenance Window - General Tab (2 of 2)

To enter/edit Participant Information:
1. Enter the Participant Information:

o SSN/EIN/TIN;

o if the participant is an organization, enter Org. Date Formed using the
MM/DD/YYYY format.

2. Use the vertical scroll bar to access the Contact Information:

e  Main Phone;
e Main Fax; and
e  FEmail.

3. Save your work.

To enter/edit a participant role:

The bottom of the Participant Maintenance window displays the participant’s role in the
project. Role Name, Title, Sponsor Mortgagor Type, Ownership %, and Inactive dates are
entered on this tab for the participant. Only one participant may have the Sponsor/Developer
role.

A participant can have several different roles simultaneously or can change roles during the
course of the project. If a participant’s role changes, you must create a new role. Since a
historical record of all participant roles is maintained by the system, participants cannot be
deleted from the list. However, a participant’s role may be made inactive.

Use the horizontal scroll bar to access all the data fields.

1. Select Role Name from the drop-down list.
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2. Enter the Title of the participant.

3. Select Sponsor Mortgagor Type from the drop-down list.

&5 Note: If the Role Name entered in step 1 is Sponsor/Developer, the Sponsor Mortgagor
Type is populated automatically from data entered in the New Application wizard window.

4. Enter Ownership %.

5. Save your work.

To enter a new participant role:

Select the General tab on the Participant Maintenance window.

From the File menu, select New, and a new row is added.
Select Role Name from the drop-down list.

Enter Title of the participant.

Select Sponsor Mortgagor Type from the drop-down list.
Enter Ownership %.

Save your work.

L A

To enter additional participant roles, repeat steps 1-7.

3.3.1.3.2.2 Change Participant Name

If there is an error when entering a participant’s name or the participant’s name was changed,
correct the error by completing the following steps.

To change the participant’s name:

1. From the General tab of the Participant Maintenance window, click , and
the Change Participant Name window (Figure 29) displays.

= Tracking - Change Participant Name ﬂ

Participant Type: H

Organization Infarmatian

Org Mame: |CedarApts, LP|

Individual Infarmation
First Name:l Ml:l Last Marme: |

OK I Cancel |

Figure 29. Change Participant Name Window
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Select the name to change.

Enter the correct name.

Click to save the new name and return to the Participant Maintenance
window.

3.3.1.3.2.3 Participant Application Address Tab

The Participant Application Address tab (Figure 30) lists all addresses associated with the
participant. A participant may list three types of addresses: home, office, and mailing. You add or
edit a participant address on this tab. If there are multiple addresses, designate one as the primary
address.

"= Tracking - Participant Maintenance

Froject Mame: [Cedar Green Apts MAP PitF HA# |
Sod [OMI 221d4 NC/SR Lender: |
5 I Participant

Eneral - Application Address

] R

Street Address: |1JiDD Charles Street

City: |Eia|tim0re
State:lMaryland |:| Zip Code:|§2122 —I

Change Application Address List

Type Street Address Cit State] Zip

Office 1400 Charles Street Baltimore |[MD | 22122| 0000 Select Address |

Figure 30. Participant Maintenance Window - Participant Application Address Tab

To add an address:

1.

2
3.
4
5

Select the Participant Application Address tab.

From the File menu, select New, and the tab displays with all fields blank.
Select Type from the drop-down list.

Enter the address data.

Save your work.

To edit an address:

1.

Select the address you want to edit in the address list.

2. Enter the correct data or select from the drop-down list.
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3. Save your work.
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3.3.1.4

Mortgage Tab

The Mortgage tab (Figure 31) displays financing and dwelling units information. This data was
initially entered when the project was first created in the DAP system. You can update the
financing and dwelling units information.

¥ MAP - Administration Application

Froject Mame: |Cedar Green Apts MAP F'jt.fFHA#:l
Froject - Mort -
General Address Participants ortgage Azzighments
— General o

Phase Name: [Firm

Section of Act: 221dd MC/SR

Activity: INBW Construction

Frogram Center: IBaItimUre

—Financing

Mortgage Amt:l 4 580,000

Term in Years: 40 Term in Manths: | AB0

Permanent Interest Rate:l 5.5 % Construction Interest Rate:l 5.5 %
—Linit

Rev. Dwelling Units:l 99 Mon-Rev. Dwelling Units:l 1

Total Cwelling Units: I 100 Facility: IAparTment

Figure 31. Mortgage Tab

To edit financing data:

I.
2.

3.

Select the Mortgage tab on the Administration Application window.

Add Financing information (data field names in bold must be completed):

Mortgage Amt.;

Term in Years,

Term in Months.

Int. Rate; and

Construction Rate (after MOS at % is entered in Valuation, this field is disabled).

Save your work.

To edit units information:

I.

Select the Mortgage tab on the MAP - Administration Application window.

2. Add Unit information. Data field names in bold must be complete:

Rev. Dwelling Units,
Non-Rev. Dwelling Units,
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e Fuacility Type, from the drop-down list (only applicable for 221d(3) program types:
MME and MMI).

3. Save your work.

April 2004 — Release 1.5.6 3-37



DAP User Guide for MAP Lenders Chapter 3: Tracking

3.31.5 Assignments Tab

The Assignments tab on the MAP - Administration Application window (Figure 32 and Figure
33) allows the Tracking Representative to create, manage, view, and process assignments. The
Tracking Rep can create assignments for pre-application and firm phases and can do so for four
discipline types: A&E, Cost, Valuation, and Mortgage Credit.

Work is assigned separately for each phase. In each phase of an application, only one assignment
per discipline can be open and active at any time, and the assignment can be made only to one
Technical Specialist. This prevents the creation of duplicate assignments. Assignments can be
made to Technical Specialists only after the Security Administrator has assigned each Technical
Specialist to a discipline.

Only the Tracking Rep can create and update assignments. When the assigned Technical
Specialist inputs data for a DAP-supported program, the Technical Specialist uses the processing
subsystem, not the Tracking windows. The Technical Specialist can access those windows from
the DAP Main window. (See Chapter 4 through Chapter 7 for technical processing information.)

i Development Application Processing [_ |2 ] %]
File: Edit Miew Toole Window Help

Do H $¢2@ HEES &

+ MAP - Administration Application

Project Narne: [Green Meadow Apts MAP PitFHS #: =
General Project Participarits Unil Mortgage Assignments
Address Financing
Phasa | D'iscipline Wersion Exfficial Adrain | Rezponsible Staff
Name Mumber Cloge | Iember
|Cast Analysis | [ [Smith
Firm Mortgage Credit | 1 N ESmith |
Firrm “Valuation [ 1 N [Srith |
Firm ALE | i Srith | G0 T0
< | i

Figure 32. Assignments Tab (1 of 2)
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i Development Application Processing |_ (=] x]
File Edit: Wiew Took ‘Window Help

oo | W sl HEBS B

+ MAP - Administration Application
Froject Mame: [Green Meadow Apts MAP PIUFHA #:

Uit
Finaricing

Frojech
Address

General Participarits Mortgage Assignments

Assignment
llotes

1241572003 |
121572003 | G0 TO

K| |+

Figure 33. Assignments Tab (2 of 2)
3.3.1.5.1 Creating an Assignment

Access the New MAP Assignment wizard window (Figure 34) from the Assignments tab to
create assignments. The Tracking analyst creates assignments by discipline type (i.e., A&E,
Cost, Valuation, and Mortgage Credit). After an assignment is created, another one cannot be
created as long as it remains open. This prevents the creation of duplicate assignments and
ensures the data entered is the most recent and accurate. The Tracking analyst also can view the
discipline assignment information.

Once the discipline analysts complete processing and the assignment is closed, all information is
view only and cannot be changed. If the assignment needs updates or corrections after the
assignment is closed, the Tracking analyst must create a new assignment. All data in the closed
assignment remains unchanged as a historical record, but it can be copied by the discipline analyst
into the new assignment. If the assignment needs to be re-assigned to another individual before it is
completed and closed, the Tracking analyst can perform an administrative close (see Section
3.3.1.5.3). The system tracks and displays the number of versions created for each discipline.

&5 Note: When a project enters a new phase and if critical values have changed, new
discipline assignments must be made for the new phase.

To create an assignment:

1. Select the Assignments tab on the MAP - Administration Application window
(Figure 32).

2. From the File menu, select New, and the New MAP Assignment wizard window
(Figure 34) displays.
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x|
—Enter Assignment Information
Reason: |New Processing |:|
Discipline: |A&E |;|

Assigned Date: I 0317 /2004 Start Date: IDDfDDa’DDDD
Target Date: IDEIJ'DEI!EIDDEI

—Assignment MNote

I -

Mext >> | Cancel |

Figure 34. New MAP Assignment Window

3. Enter the assignment information (data field names in bold must be completed):
e Reason;
e Discipline;
o Assigned Date (the system populates this field based on the current date);
e Start Date (the system populates this field when the analyst has started processing);
e Target Date, and
e Assignment Notes.

4. Click to continue, and the second New MAP Assignment wizard window
(Figure 34) displays a list of Staff Members.
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" Staff Assignment |

Selected Staff Member:  [Smith, John

| Last Mame First Marne |

<< Prev | Mext >> | Cancel |

Figure 35. Staff Assignment Window

5. Select the Staff Member.

6. Click , and the selected name displays in the Selected Staff Member field at the
top of the New MAP Assignment wizard window (Figure 34).

7. Click , and you return to the Assignments tab which displays summary
information about the new assignment.
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To add assignment comments:

1. Select the Assignments tab on the Administration Application window.
2. Select the Assignment.
3. From the File menu, select Open, and the Administration Assignment Maintenance
window (Figure 36) displays.
File Edit Tools Window Help
e o H sbe HEES B
"= Tracking - Administration Assignment Maintenance
Praject MName: |Cedar Green Apts Praj/FHA Mumber: |
Phage: [Firm
—Assignment
Reason: |New Processing |:| Discipline: |A&E |:|
—Dates
Assigned:' 3417,2004 Stan:FDfDDfDDDD
Target: ' 0/00/0000 Cumplete:' 0/00/0000
R ible Staff Member
Bsponsiole : r\ﬂESr'I"I .Eh Version £ |_2
Staff Name: flofin M Smit Official Ind: [ ]
—Assignment Mote
Figure 36. Administration Assignment Maintenance Window
&5 Note: The Version # displays the version number for a particular discipline assignment.
&5 Note: The Official Indicator is an inactive field that displays a check mark after the
appropriate Valuation and Mortgage Credit assignments have been closed and flagged
as the official versions to be submitted to HUD.
4. Click inside the Assignment Notes textbox and enter your notes.
5. From the File menu, select Save.
6. From the File menu, select Close, and the Assignment tab displays your notes in the
Assignment Notes column.
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3.3.1.5.2 Viewing the Discipline Assignment

The button on the Administration Application window is active only after
assignments are created. It provides a shortcut to the discipline assignment. You may view the
data; however, only the person assigned to the discipline can enter and edit the data.

To view a discipline assignment:
1. Select the Assignments tab on the Administration Application window.

2. Select the discipline assignment you want to view.

3. Click , and the main window of the discipline displays. You can view the
data.

3.3.1.5.3 Close an Assignment

Closings create a permanent administrative record of the assumptions and analysis stored in the
assignment. After an assignment is closed, no changes or additions can be made to the closed
assignment. If additional processing is needed for the discipline and phase covered by the
assignment, the Tracking Rep must create a new version of the closed assignment (see Section
3.3.1.5.1). Given that only one assignment per discipline can be open and active for a phase, staff
should close assignments in the following situations:

A. The Technical Specialist has processed the assignment in DAP, the assignment has
passed DAP edits, and no additional processing is expected for that discipline and
phase.

B. Additional processing in the discipline subsystem is needed, but the Technical
Specialist wants to preserve the current assumptions and analysis. For example, the
Technical Specialist may want to compare the impact of differing scenarios or the
Technical Specialist could not determine why the processing did not pass the DAP
subsystem’s edits.

C. For any processing, the processing is not complete and the case is being reassigned to
a new Technical Specialist.

For Situation A, the Technical Specialist should enter the completion date in the discipline’s
processing subsystem.

For Situation B, either the Technical Specialist can enter the completion date in the
processing subsystem or the Tracking Rep can enter the completion date in Tracking’s
Assignment tab.

For Situation C, only the Tracking Rep can enter the completion date in Tracking’s
Assignment tab.
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If the Tracking Rep enters the completion date in the Assignment tab, the system marks
the assignment as “Admin Close”. This message displays in red letters next to the Date
Assgmt Closed field on the Administration Assignment Maintenance window Figure

38).

To perform an administration close:

1. Select the Assignments tab on the Administration Application window.

2. Select the discipline assignment on the Assignments tab (Figure 37).

"= Deyelopment Application Processing

File Edit Wew Tools “Window Help

oo @ se@|MEES | B

= MAP - Administration Application

Froject Mame: |Cedar Green Apts MAP PtF HA 3 |
General .E[clocillreecsts Participants M ortgage Assignments
Phase Discipline “Wersion Cfficial Admin. Responsibl
Marne Murnber Cloge termb
Firm A&E 1 il Smith
Firm Cost Analysis 1 N Smith
Firm Mortgage Credit 1 il Smith
Fitm Yaluation 1 b Snith GO TO
4 |

Figure 37. Assignments Tab - Select Assignment for Administration Close
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3. From the File menu, select Open, and the Administration Assignment Maintenance
window (Figure 38) displays.

"= Development Application Processing

File Edit Tools ‘Window Help

o o | H s+ HEES | B

= Tracking - Administration Assignment Maintenance

Project Mame: ICedar Green Apts Proj/FHA Mumber: |
Phase: [Firrm
—Assignment
Reason: |New Pracessing |:| Discipline: |A&E |:|
—Date

Assigned:f 3172004 Star‘[:' 0/00/0000
Target: f 0000000 Cumplete:' 0/00,/0000

Responsible Staff Member
Staff Marme: }John W Srnith

Yersion # I 2

Official Ind: [_]

—Assignment MNote

Figure 38. Administration Assignment Maintenance Window
4. Enter the Complete date.

5. Save your work, and the Administration Assignment Maintenance window (Figure 39)
displays Administration Close in red beside the Complete date.
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"= Development Application Processing

File Edit Tools Window Help
Deo B sem HEES B

"= Tracking - Administration Assignment Maintenance

Project Marme: ICedar Green Apts ProjFHA Number: |
Phase: [Firm
—Assignment
Reason: |I\Jew Processing |LI Discipline: |A&E |:|
Date

Assigned: '53!1 742004 Start: EDIDDIDDDD
Target: ' 0000000 Complete: ﬁBI‘I?QDDfi Administration Close

Responsible Staff Member

“ersion # I 2

Official Ind: [_]

Staff Mame: lJohn bl Smith

—Agsignment Motes

Figure 39. Administration Assignment Maintenance Window - Administration Close

6. From the File menu, select Close, and the Assignments tab on the Administration
Application window (Figure 40) displays. After administratively closing a discipline
assignment, the Admin. Close column displays Yes for that assignment.

" Development Application Processing

File Edit View Tools Window Help

D o B @ MHREE B

"2 MAP - Administration Application

Project Marme: |Cedar Green Apts MAP PtiF HA 3 |

General | .ELIDciI?;sts Participarts | Maortgage Assignments

Phase Discipline Yersion Official | Admin. | Responsible Staff | Complete

Mame Mumber Close Ilember Date

|

Firrm Cost Analysis 1 M [
Firrm Martgage Credit 1 M [
Firm AdE 1 N Yes 0341720041 GO TO
Firm AdE 2 M Yes 0341720040
| | i

Figure 40. Administration Application Window - Summary of Administration Close

3-46 April 2004 — Release 1.5.6



DAP User Guide for MAP Lenders Chapter 3: Tracking

3.3.1.5.4 Setting the Official Flag

For projects in the pre-application phase, the Tracking Rep sets the Official flag (Figure 41) after
the Appraiser has complete his/her analysis in Valuation. The system then automatically sets the
official flags for the associated A&E and Cost assignments. If the official Valuation assignment
needs revision, only the Tracking Rep may make the change.

For projects in the firm phase, the Tracking Rep sets the Official flag after the Appraiser and
Mortgage Credit Examiner have complete their analysis in Valuation and Mortgage Credit.
After setting the Valuation official flag, the system then automatically sets the official flags for
the associated A&E and Cost assignments. The Mortgage Credit assignment must be linked to
the official Valuation assignment. If the official Valuation or Mortgage Credit assignment
official flags needs revised, only the Tracking Rep may make the change.

i Tracking - Administration Assignment Maintenance

Project Marme: !Green Hills Proj/FHLA Number'55235153
Phase: fFlrm—-
-~ Assignment |
Reason: |Pracessin_g_Changes +| Discipline: iVaIuatinn :J ‘
~Dates
Aasigned'iiUTS_!ZDEld Start: ﬁU‘ISQDDd
Target:! 0008000 Cnmp_lele'i 171442004
—Responsible Staff Member |
e Sarsiond [ 1
Staff Mame: Hohin it
s ae: Official Ind: 7]

~ Assignment Note

hi

Figure 41. Valuation Main Menu - Assignment Tab - Official Flag Indicator
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To set the official flag indicator:

1. From the DAP Main window, select File, then Open, and the menu option display.
2. Select Administration, and the Assignment Search window (Figure 11) displays.

3. Enter the Project Name. The Administration Tracking — List Projects and Requests
for Mortgage Insurance window (Figure 12) displays.

4. Highlight the project you want.

5. From the File menu, select Open. The MAP — Administration Application window
(Figure 14) displays.

6. Select the Assignments tab (Figure 32).

7. Highlight the Valuation assignment or Mortgage Credit assignment version you want to
designate as Official and double-click.

8. From the File menu, select Open. The Administration Assignment Maintenance
window (Figure 36)displays.

9. Click in the Official Ind. check box to designate the Valuation analysis as the official
version, and a validation message displays (Figure 42).

Confirmation I

) Thiz azsignment will now be set o
b the official Y aluation azzignment,
Do you want fo continue?

Figure 42. Validation Message

10. Click L .| to save and a check mark displays in the Official box indicating the
assignment is the official version.
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To change the Official flag designation:

1.
2.

10. Click L

From the DAP Main window, select File, then Open, and the menu option display.
Select Administration, and the Assignment Search window (Figure 11) displays.

Enter the Project Name. The Administration Tracking — List Projects and Requests
for Mortgage Insurance window (Figure 12) displays.

Highlight the project you want.

From the File menu, select Open. The MAP — Administration Application window
(Figure 14) displays.

Select the Assignments tab (Figure 32).

Highlight the Valuation assignment or Mortgage Credit assignment version you want to
designate as Official.

From the File menu, select Open. The Administration Assignment Maintenance
window (Figure 36)displays.

Click in the Official Ind. check box to designate the Valuation analysis as the official
version, and a validation message (Figure 43) displays.

Validation I

) Waluation assignrent version 1" iz cumently
" the official azzignment.

Do pou wantto make thiz the official azzignment’?

Figure 43. Validation Message

I to save and designate the assignment as Official. This will now set the
Official flag for all assignments linked to this version.

To de-select the Official flag designation:

1.
2.

From the DAP Main window, select File, then Open, and the menu option display.
Select Administration, and the Assignment Search window (Figure 11) displays.

Enter the Project Name. The Administration Tracking — List Projects and Requests
for Mortgage Insurance window (Figure 12) displays.

Highlight the project you want.

From the File menu, select Open. The MAP — Administration Application window
(Figure 14) displays.

Select the Assignments tab (Figure 32).
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7. Highlight the Valuation assignment or Mortgage Credit assignment version you want to
designate as Official and double-click.

8. From the File menu, select Open. The Administration Assignment Maintenance
window (Figure 36)displays.

9. Click in the Official Ind. check box to remove the Valuation analysis as the official
version, and a validation message (Figure 44).

Confirmation

[ _.?‘ At POLEEUre Yol wart torernane
the W alustion otficial flag?

Figure 44. Validation Message

10. Click L to save and the Official box will be unchecked.

-OR -

If both the Valuation and Mortgage Credit assignments are closed and designated as
Official and you want to remove the Valuation Official Flag, the following validation
message (Figure 45) displays.

Validation I

f 6 Changing ¥ atuation afficial flag will result.
b inremoval of Mortgage Credit official Hag,

A pou e you want fo proceed?

ez

Figure 45. Validation Message

11. Click L , and the Official box is cleared.
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3.4 Submitting an Application to HUD Electronically

The DAP system supports the process of submitting applications to HUD from approved lenders
after completion of the pre-application and firm phases. HUD receives the applications both
electronically and in hard copy, and conducts a review.

For the pre-application phase, technical assignments must be completed for A&E, Cost and
Valuation and the Valuation assignment must have the official flag checked before submitting
the application electronically to HUD.

For the firm phase, technical assignments must be completed for A&E, Cost, Valuation and
Mortgage Credit and the Valuation and Mortgage Credit assignments must have their official
flags checked before submitting the application electronically to HUD.

Once HUD accepts the initial application, an FHA/Pjt # will be assigned.

To electronically submit applications to HUD:

1. From the Administration Application Tabs window, select the Assignments tab and
verify the complete dates were entered for the A&E, Cost, Valuation and Mortgage
Credit assignments.

2. Verify that the Official Flag indicator has a check mark.
3. Select the General tab, and click [sumte 0 ] The MAP Submit window (Figure 46)

displays.
MAP Submit A
'@ S ubmit application to HUD
Mo
Figure 46. MAP Submit Window
4. Clickl: J, and MAP Submit window (Figure 47) indicates the application was
submitted to HUD.

@ Project Mame : Greenview Apartmentz it
MAP D 40500552

Lender |0 00002 Input > |

Froject was submitted to HUD on 3-22-04 11:13 am EST.

Figure 47. MAP Submit Window - Application Submitted to HUD
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If any discipline assignments are still open and/or the official flag was not been set for
the Valuation assignment or Mortgage Credit (firm only), the system will indicate
which assignments have not been closed and not submitted to HUD (Figure 48).

f'\i&) AE Azzignment must be completed Bint |
- -and made official
Cost Aszignment rmust be completed Iput 33 |

and rmade afficial

Yaluation &zzignment muztbe completed
and made official

&pplication was MO T submitted]

Figure 48. MAP Submit Window - Application Not Submitted to HUD

5. Click to return to the General tab.
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